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The GSA star mark is always presented clearly 
and powerfully, it should never be smaller than 1/2 
inch.  The primary color for the GSA star mark is 
PANTONE 541 C (or PANTONE 2945 U).  The 
GSA star mark is never printed with the interior 
anything but white in color.  In 2-color applications 
where the GSA star mark is not printed “GSA 
Blue” the GSA star mark may be printed as a 70% 
tint of black.  For materials printed in a single 
color the GSA star mark should be either 100% 
blue or black. 
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I. Introduction

The Cost Per Person Model 2.0 (CPPM) is an 
Excel-based tool designed to compute and 
benchmark the cost per person for real estate 
(workspace), individual information technology 
(IT), and telecommunications. The CPPM also 
calculates potential cost savings resulting from 
the use of alternative work environments, such as 
hoteling or desk sharing.

The CPPM features tabs on the bottom of 
each screen. Clicking on a tab takes you to the 
corresponding section of the CPPM. Tabs are as 
follows:

•	 Introduction:  Provides an overview of 
CPPM functionalities.

•	 Cppm:  Allows users to input data and 
generate results.

•	 Cppm graphs:  Illustrates cost per person 
results graphically.

•	 Cppm calculations:  Provides explanation of 
total workplace cost for organization, as well 
as cost per person.

•	 Scenario tool:  Calculates potential net 
savings resulting from the use of alternative 
work environments and adjustments in office 
workspace scenarios.

•	 Scenario graphs:  Graphically illustrates 
costs savings calculated by the Scenario Tool.

•	 Definitions:  Defines data inputs for CPPM.

Contact Us

If you have questions or comments about the 
Cost Per Person Model 2.0, please contact:

	 Ray Wynter 
	 GSA Office of Governmentwide Policy 
	 202-501-3802 or ray.wynter@gsa.gov. 
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Getting Started: Enabling  Macros 

Depending on your current computer setting, you 
may see a security warning about macros similar 
to that shown in (Figure1).  You will need to enable 
the spreadsheet macros by changing the macro 
security setting in the Trust Center. 

Click the Microsoft Office Button  , then click 
Excel Options. In the Trust Center category, 
click Trust Center Settings, and then click Macro 
Settings. Under Macro Settings, select “Enable 
all macros.” Close the Excel file and reopen the 
Cost Per Person Model 2.0 (Figure 2). 	
  

Figure 1. Enabling Macros

Figure 2. Trust Center
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Completing the CPPM Worksheets

Follow the steps below to input data into the 
CPPM.

•	 Input data in only the un-shaded spreadsheet 
cells.

•	 Complete the CPPM worksheet from top 
to bottom. This is important because some 
calculations depend on prior inputs.

•	 Work through each component and use the 
suggested values if data specific to your 
organization are not available. Refer to the 
DEFINITIONS tab for more information.

•	 Click “Reset Form” to clear the worksheet.

•	 The CPPM displays a Cumulative Cost Per 

Person at the top of each spreadsheet. This 
number allows the user to see the impact 
of adding each component to the previous 
entries.

•	 A user may refer to the CPPM 
CALCULATIONS tab at any time to see 
details for each calculation.

•	 To save your results, select “Save As” on the 
Excel toolbar. A dialog box will ask for a new 
file name. Once the new name is entered, click 
“Close” to save the model containing your 
input data.

Subsequent sections in this manual provide 
instructions for each section of the CPPM.

5 
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II. Cppm

People

The first component for data entry in the CPPM 
is the number of People (employees) working 
for your organization (Figure 3). “Number of 
employees” is a mandatory data field.

The CPPM defines the number of employees 
as the “total number of employees including 
full-time, part-time, interns, and contractors, 
in terms of full-time equivalents.” The number 
of employees is the basis for the cost per 
person calculation. In the example used in this 
manual, we assume 1,000 employees work for the 
organization.

The next component for data entry in the CPPM 
is the “Number of teleworkers.” Input the total 
number of home-based teleworker, which is 
the number of employees working from home, 

telework center, etc. These employees are 
full time teleworkers who are not assigned a 
workspace or workstation by the organization. In 
the example used in this manual, we assume 50 
employees are full time teleworkers.

The CPPM tab enables users to input specific 
information to estimate the organization’s cost 
per person for the following components:

•	 People

•	 Real Estate

•	 Telecommunications

•	 Individual Information Technology (IT) 
and Additional Devices

Correct completion of the CPPM tab is essential 
for accurate cost results.

CPPM Components

The function and use of each CPPM data 
component are described below.

Figure 3. People
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A. Real Estate

The Real Estate component (Figure 4) quantifies 
the cost per person from a space usage 
standpoint.

Step 1:  Enter the organizations “Total square 
footage of office space (rentable).” Total rentable 
office space includes restrooms, electrical and 
mechanical rooms, janitorial rooms, elevator 
lobbies and public corridors. Data should 
be available in the leasing agreement. In the 
example used in this manual, we assume 100,000 

total square footage of office space for the 
organization.

Step 2:  Enter the number of workspace. The 
number of workspaces or workstations an 
organization maintains for its employees has a 
significant impact on costs. Include all on-site 
workstations, regardless of the use or occupancy 
rate, in the workspace total. This is a key input in 
establishing the employee-to-workstation ratio 
and the various adjustments available in the 
SCENARIO  TOOL. In the example, we assume 
1,000 workspaces.

Step 3:  The CPPM calculates the organization 
“Square feet per person,” total square footage 
divided by the number of employees. The CPPM 
also calculates the number of shared workspaces 
unassigned to individual employees (50) and 
“Ratio of teleworkers to shared workspace” (1:1). 

Step 4:  Input the fully serviced lease rate in units 
of rentable square foot. Common costs typically 
include utilities, trash removal, furniture and 
fixtures (in this case, $40).

Step 5:  The CPPM provides the organization, 
“Estimated fully serviced workspace cost.” This 

cost is a product of the organizations lease rate 
multiply by the total square footage of office 
workspace ($4,000).

The Real Estate Subtotal (A) is the product of the 
number of total square footage of office space (in 
this case 100,000 sq. ft.) multiplied by the lease 
rate ($40); yield $4,000,000 in real estate cost. 

Figure 4. Real Estate Section
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B. Telecommunications

The Telecommunications section (Figure 5) 
provides a total cost estimate for an employee 
telecommunication user profile. The profile cost 
includes the hardware, software, accounts and 
licensing for telephone services for an individual 
user. For digital systems this cost may include a 

desktop phone and a number with a voice mailbox. 
For IP Phone (Voice over Internet Protocol or 
VoIP) systems this would include the account 
(number and mailbox) and the desktop hardware, 
virtual phone software, and an allocated cost for 
the central appliances.

Step 1:  Under Select Telecommunications 
Service, indicate the type of telecommunications 
system offered by your organization by clicking 
either “Digital” or “IP Phone.” In Figure 5, the 
user has selected the IP Phone. 

Step 2:  Once you select a telecommunication 

service, the CPPM will automatically provide the 
user with the annual telecommunication cost per 
user profile. 

Step 3:  The CPPM assumes that each 
employee in the organization is appointed with 
telecommunication service or a user profile.

The Telecommunications Subtotal (B) (in this 

case, $497,000) is the product of the number of 
employees (in this case, 1,000) multiplied by the 
annual cost per user profile (in this case, $497) 
which was generated by your telecommunications 
service.

Figure 5. Telecommunications Section



9 

Cost Per Person Model 2.0 User Manual

C. Individual Information 
Technology (IT) and Additional 
Devices

This section contains two subsections: one for 
estimating Individual Information Technology (IT) 
and Additional Devices (Figure 6).

The IT provides a total estimate for the annual 
operation and maintenance of individual 
information profiles based on the total number of 
employees entered in the People section (1,000). 

Workstation IT costs may include both the cost of 
workstation IT systems and a local area network 
(LAN) interface. 

Additional Devices

Several organizations may equip their employees 
with additional devices to support a robust mobile 
workforce, such as laptops for travel, telework, 
etc., tablet computers and Smartphones. The 
Additional Devices subsection (Figure 7) 
assesses the impact of such additional devices 
on the cost per person component.

Step 1: Settle on which devices (laptop, 
Smartphone and/or other) to include in the cost 
per person analysis. If you determine other, you 

may describe the device in the space provided.

Step 2:  For each device, input both a quantity and 
an annual cost for each unit. The CPPM provides 
suggested cost ranges for the additional devices.  

Figure 7. Additional Devices Subtotal

Figure 6. Individual IT Subtotal
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For the example, we have chosen to provide 
laptops ($500 each) and Smartphones ($600 
each) to 15 employees and tablet computers ($600 
each) to five employees. (Note:  The annual cost 
assumes a three-year life cycle for laptops.)

The Individual IT and Additional Devices 
Subtotal (C) (Figure 8) are added together 
to provide the Individual IT and Additional 

Devices Subtotal ($5,019,500) and will be used 
in calculating the total cost for your organization 
and total cost per person.

Figure 8. Personal IT and Additional Devices Subtotal

Figure 9. Totals (A+B+C)

Totals

The CPPM computes two annual totals: Total 
cost for organization and total cost per person 
(Figure 9). It calculates these totals by using the 
subtotals from sections A, B, and C.
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III. Cppm graphs

To view the cost per person results graphically, 
click on the CPPM GRAPHS button at the 
top right of the CPPM tab, or click the CPPM 
GRAPHS tab.

Figure 10. CPPM Graphs:  
Cost Per Person

Figure 11. CPPM Graphs:  
Total Cost for Organization

The CPPM GRAPHS tab illustrates the cost per 
person by component (Figure 10) and the total 
cost for the organization by component (Figure 
11).

These graphs can be printed out for your organization’s reference.

11 
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IV. Scenario tool

The “what-if” SCENARIO 
TOOL estimates potential net 
cost savings resulting from 
revised CPPM inputs. To use 
the Scenario Tool, you must 
first complete the CPPM tab, 
as the input data from the 
CPPM is used in the scenario 
calculations. The data you 
entered into the CPPM will 
remain unchanged (Figure 12). 

Getting Started: 
Scenario Tool

Click the SCENARIO  TOOL 
tab, and the Current Baseline 
displays cost entry from 
the CPPM input. Users 
can formulate “what-if” 
workspace alterations in the 
Adjusted Outcomes Section. 
The “what-if” results will be 
displayed (both increases and 
decreases) in the Adjusted 
Outcomes and the Potential 
Savings Sections.

Figure 12.  
Scenario Tool
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In the Adjusted Outcomes 
section, choose a workplace 
variable to adjust, such as Total 
number of teleworkers, Total 
square footage of office space, 
and Total number of workspace. 
Users may use the sliding scale 
or input the desired number only 
in the un-shaded cells. 

To view the SCENARIO  TOOL 
results graphically, Click the 
SCENARIO GRAPHS tab to 
view an illustration of the cost 
per person and total cost for the 
organization by components.

The following alternative work 
scenarios have been created 
to demonstrate the analytical 
power of the SCENARIO 
TOOL’s capabilities.

Scenario 1

Adjustments

In the “Total square footage of 
office space” section, the user 
is contemplating reducing the 
organizations office space by 
25% or 75,000 sq. ft. As a result 
of the CPPM calculations, the 
user will realize an annual real 
estate cost savings of $1,000,000 
and an annual cost per person 
savings of $1,000 (Figure 13). 

For additional cost savings, 
the user can also decrease 
the organization’s number of 
workspaces to 975; which will 

change in the number 
of employees to shared 
workspace. 

Reducing the total number 
of workspaces from 
1,000 to 975 will increase 
the ratio of teleworkers 
to shared workspace 
from 2:1. A high ratio 
indicates a low number 
of workstations, implying 
that many employees’ are 
hoteling or desk sharing. 
A lower ratio means that 

more employees require full-
time workstations.  

Figures 14 and 15 illustrate 
potential cost savings 
graphically.

Figure 13. Scenario 1

reduce the organization cost 
per workspace. A reduction 
in the number of workspaces 
will impact the employees-
to-shared workspace ratio. 
In the Telework sub-section 
of Adjusted Outcomes, the 
Scenario Tool provides users 
with a product of the ratio 
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Figure 14. Scenario 1:  
Potential Total 
Organization Cost 
Savings 

Figure 15. Scenario 1 : 
Potential Per Person 
Cost Savings

14 
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Scenario 2

Adjustments

The example illustrated in 
Scenario 2 demonstrates the 
potential cost savings of an 
alternative work environment 
using an extreme (and highly 
unlikely) example. In Scenario 
2, the user significantly reduces 
the office space by 50% or 50,000 
sq. ft., and also reduces the 
number of office workspace to 
970.

Furthermore the user has 
increased the number of 
employees-to-workstation ratio 
2.5:1 (Figure 16). The workstation 
ratio drives potential real estate 
cost savings. If you increase 
the employees-to-workstation 
ratio, your organization 
requires fewer workstations 
and thus theoretically can 
reduce required office space, 
which can translate into 
potential cost savings. This 
increased employees-to-share 
workstation ratio sharply 
reduces the number of available 
workstations.

These results are presented 
graphically in Figures 17 and 18. 
This $2,000,000 organizational 
cost savings highlight 
the magnitude of savings 
possibilities with the effective 
use of a hoteling or desk sharing 
program which embraces the 
use of mobile work tools and 
technologies.

Figure 16. Scenario 2:  Adjustments
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Scenario 2 : Graphs

Figure 17. Scenario 2: 
Potential Total Cost 
Savings

Figure 18. Scenario 2:  
Potential Cost 
Savings Per Person
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Product  Disclaimer/License 
Agreement 

Please review the terms and conditions of this 
License before installing.

The accompanying version of the Cost Per 
Person Model and related documentation (the 
“Product”) is made available to you under the 
terms of this Cost Per Person Model Software 
License Agreement (the “Agreement”). By using 
the Product, you are consenting to be bound by 
the Agreement.

1.	 License Grant.  The United States of 
America, acting by and through the 
Administrator of the General Services 
Administration and authorized 
representatives (the “United States” or 
“GSA”), hereby grants you a non-exclusive 
License to use the Product.

2.	 Termination.  If you breach this agreement, 
your right to use the Product will terminate 
immediately and without notice, but all 
provisions of this Agreement except the 
License grant (Paragraph 1) will survive 
termination and continue in full force and 
effect. Upon termination, you must destroy all 
copies of the Product.

3.	 Proprietary Rights.  The United States 
hereby reserves all intellectual property 
rights in the Product, except for the rights 
expressly granted in this Agreement. You 
may not remove nor alter any trademark, logo, 
copyright, or other proprietary notice in or 

on the Product. The license does not grant 
you any right to use the trademarks, service 
marks, or logos of GSA.

4.	 Disclaimer of Warranty.  THIS PRODUCT 
IS PROVIDED “AS-IS” AND “WHERE 
IS” WITH ALL FAULTS. TO THE EXTENT 
PERMITTED BY LAW, THE UNITED STATES 
HEREBY DISCLAIMS ALL WARRANTIES, 
WHETHER EXPRESSED OR IMPLIED, 
INCLUDING, WITHOUT LIMITATION, 
WARRANTIES THAT THE PRODUCT IS 
FREE  FROM DEFECTS, MERCHANTABLE, 
FIT FOR A PARTICULAR PURPOSE, AND 
NON- INFRINGING. YOU BEAR THE ENTIRE 
RISK AS SELECTING THE PRODUCT 
FOR YOUR PURPOSES AND AS TO THE 
QUALITY AND PERFORMANCE OF THE 
PRODUCT.

5.	 Limitation of Liability.  Except as required 
by law, the United States, GSA, and their 
officials, in both their official and personal 
capacity, will not be liable for any direct, 
indirect, special, incidental, consequential, or 
exemplary damages arising out of or in any 
way relating to this Agreement or the use of or 
inability to use the Product, including, without 
limitation, damages for loss of goodwill, 
work stoppage, lost profits, loss of data, 
and computer failure or malfunction, even if 
advised of the possibility of such damages 
and regardless of the theory (contract, tort, or 
otherwise) upon which such claim is based.
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6. Miscellaneous.

f.	 This Agreement constitutes the entire 
agreement between the United States and 
you concerning the subject matter hereof, 
and may only be modified by a written 
amendment executed by an authorized 
official of GSA.

g.	 Except to the extent applicable by law, if 
any provides otherwise, this Agreement 
will be governed by federal law.

h.	 If any part of this Agreement is held 
invalid or unenforceable, that part will be 
construed to reflect the parties’ original 
intent, and the remaining portion will 
remain in full force and effect.

i.	 A waiver by either party to any term or 
condition of this Agreement or any breach 
thereof, in any one instance, will not waive 
such term or condition or any subsequent 
breach thereof.

j.	 You may assign your rights under this 
Agreement to any party that consents to 
and agrees to its terms.

k.	 This Agreement will be binding upon, and 
inure to the benefit of, the parties, their 
successors, and permitted assigns.

18 
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Smarter Solutions
The GSA star mark is always presented clearly 
and powerfully, it should never be smaller than 1/2 
inch.  The primary color for the GSA star mark is 
PANTONE 541 C (or PANTONE 2945 U).  The 
GSA star mark is never printed with the interior 
anything but white in color.  In 2-color applications 
where the GSA star mark is not printed “GSA 
Blue” the GSA star mark may be printed as a 70% 
tint of black.  For materials printed in a single 
color the GSA star mark should be either 100% 
blue or black. 


